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ISSUING CERTIFICATION POLICY 
Version: 1.0 

Authorised by: Tandin Dorji, Principal Executive Officer 

Effective date: 30 May 2025 

Scope: All campuses of Kingston International College in Australia 

Moderated by: Tandin Dorji, Principal Executive Officer 

Validated by: 
Kate Nievera, HR and Compliance Officer,  
Sanjay Rungasamy Academic and Operations Manager, Sithar Dorji, 
Administrative, IT and Student Support Manager 

Aim: 

This policy aims to provide students, regulators, and past students with clear, 
transparent, and accessible information on the issuance, formatting, and re-
issuance of Australian Qualifications Framework (AQF) qualifications, 
Statements of Attainment, and non-AQF certifications, ensuring compliance 
with legislative and regulatory standards. 

Purpose: 

Kingston International College is committed to issuing certifications that 
meet the Standards for Registered Training Organisations (RTOs) 2015, the 
Student Identifiers Act 2014, the Education Services for Overseas Students 
Act 2000, and other relevant legislation. This policy ensures that certification 
processes uphold quality, integrity, transparency, and accessibility for all 
stakeholders. 

Targeted Audience: 

This policy applies to: 

• Active students receiving certifications 
• Past students requesting re-issuance 
• Overseas students 
• Employees responsible for implementing the policy 
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POLICY STATEMENT 
Kingston International College ensures that AQF qualifications and Statements of Attainment are issued in 
accordance with the Standards for Registered Training Organisations (SRTOs 2015), and the endorsed Training 
Packages and VET Accredited courses within its scope of registration. The college aligns nationally recognised 
training to national competency standards from Training Packages and VET Accredited Courses. Non-AQF 
certifications, such as those for ELICOS programs, are issued in accordance with college policies and procedures. 
This policy applies to all students, including overseas students, where applicable. 

This policy builds upon and integrates with KIC’s existing "Testamur Issuance Procedure," which provides the 
operational steps for issuing certifications. The procedure must be followed to ensure compliance and consistency, 
while this policy provides the overarching framework and principles. 

DEFINITIONS 

For the purpose of this policy, the following definitions apply. 

o AQF Certification Documentation: Official documents confirming an AQF qualification or Statement of 
Attainment, including testamurs and Statements of Attainment. 

o AQF Qualification: A qualification type endorsed in a training package or accredited in a VET accredited 
course. 

o Testamur (Certificate): A formal certification document issued by Kingston International College to 
confirm a learner has successfully completed a course or programme. This includes: 

o AQF Qualifications: Certifications for nationally recognised qualifications under the Australian 
Qualifications Framework (AQF), issued for completion of a qualification within the RTO’s scope. 

o Non-AQF Certifications: Certifications for courses not part of the AQF, such as ELICOS or other 
non-accredited training, issued to confirm completion or participation. 

o Statement of Attainment: A document confirming completion of one or more units of competency or an 
accredited short course, issued for partial completion of an AQF qualification. 

o Record of Results (Transcript): A record of achieved units of competency or outcomes accompanying a 
testamur, listing only competent units (C or Com), Recognised Prior Learning (RPL), or credit transfers for 
AQF qualifications, or topic outcomes for non-AQF ELICOS certifications. 

o Non-AQF Certification: Certification for training outside the RTO’s scope or not meeting VET Quality 
Framework requirements, issued without the Nationally Recognised Training (NRT) Logo. 

o Nationally Recognised Training (NRT) Logo: The logo signifying training packages and VET accredited 
courses, required on all AQF certification documentation. 

o Unique Student Identifier (USI): A 10-character reference number unique to each student undertaking 
nationally recognised training, allowing online access to training records and results. 

o RTO: Registered Training Organisation. 
o SRTOs 2015: Standards for Registered Training Organisations 2015. 
o VET Regulator: The National VET Regulator (ASQA) or a state body responsible for VET regulation. 

o ELICOS: English Language Intensive Courses for Overseas Students. 

1. Underpinning Principles 

The following principles underpin this policy, per Schedule 5 of the Standards for Registered Training Organisations 
(SRTOs 2015): 
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The following principles underpin this policy, per Schedule 5 of the Standards for Registered Training Organisations 
(SRTOs 2015): 

• Kingston International College must issue certifications in accordance with Schedule 5 of SRTOs 2015 for 
AQF qualifications and follow internal procedures for non-AQF certifications. 

• The college offers training and assessment against nationally recognised training programmes and non-
accredited ELICOS program. 

2. Conditions for Issuance 
Certifications are issued only when the following conditions are met: 

o Competency and Outcomes: 
o VET Courses: Students must be deemed competent (C or Com) in all units of competency for a 

full AQF qualification or at least one unit for a Statement of Attainment (SRTOs 3.1). 
o ELICOS Courses: Students must achieve satisfactory (S) outcomes in all topics for a full ELICOS 

certificate or meet partial requirements for a certificate of participation. 
o Attendance: 

o VET Courses: Competency is the primary requirement, but students with less than 80% overall 
course attendance without proven compassionate or compelling reasons are reviewed by the 
Academic Manager on a case-by-case basis. 

o ELICOS Courses: A minimum of 80% overall course attendance is required for a full ELICOS 
certificate. Students with less than 80% attendance but satisfactory outcomes may receive a 
certificate of participation, subject to Academic Manager review. 

o Fees: All agreed fees must be paid to Kingston International College (KIC) (SRTOs 3.3). 
o USI: A verified Unique Student Identifier (USI) is required for AQF certifications unless an exemption 

applies under the Student Identifiers Act 2014 (SRTOs 3.6(b)). Exempt students are informed prior to 
enrolment that their results will not appear on authenticated VET transcripts (SRTOs 3.6(c)). USI is not 
required for non-AQF certifications. 

o Certifications are issued within 30 calendar days of course completion, provided all conditions are met, as 
outlined in KIC’s "Testamur Issuance Procedure." 

3. Types of Documentation Issued 

3.1 AQF Qualifications (VET): 

o Full Completion: A testamur and Record of Results, listing all competent units, including RPL 
or credit transfers. 

o Partial Completion: A Statement of Attainment, listing only competent units. 

3.2 Non-AQF Certifications (ELICOS): 

o Full Completion (≥80% attendance, satisfactory outcomes): A non-AQF ELICOS testamur 
with Record of Results, including English comparison level. 

o Participation (<80% attendance, satisfactory outcomes): A non-AQF ELICOS certificate of 
participation, subject to Academic Manager review. 

o Incomplete (requirements not met): No certification issued. 
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4. Content and Format of Documentation 

All AQF certifications comply with the AQF Qualifications Issuance Policy and Schedule 5 of SRTOs 2015, 
including authentication mechanisms to prevent fraud. Non-AQF certifications follow internal college 
standards. 

4.1 Testamur Requirements: 

o AQF Testamur: 

o Kingston International College name, RTO code (51259), and logo 
o Full name of the individual 
o Full title and national code of the AQF qualification 
o Certificate number and date of issue 
o Signature of an authorised person 
o National and State logos per SRTOs Schedule 4, including the NRT Logo 
o Authentication mark (e.g., seal, watermark) 
o Industry descriptor and occupational stream (if applicable) 
o Wording for Australian Apprenticeship or language of delivery (if relevant) 
o AQF recognition statement or logo 
o The learner’s USI must not be included (per Student Identifiers Act 2014) 

o Non-AQF Testamur (e.g., ELICOS): 
o Kingston International College name and logo 
o Full name of the individual 
o Course title and English comparison level (if applicable) 
o Certificate number and date of issue 
o Signature of an authorised person 
o Authentication mark (e.g., seal, watermark) 
o Overall attendance percentage 
o No NRT Logo 

4.2 Statement of Attainment Requirements: 
o Kingston International College name, RTO code (51259), and logo 
o Full name of the individual 
o List of units/modules with titles and national codes 
o Certificate number and date of issue 
o Signature of an authorised person 
o National and State logos per SRTOs Schedule 4, including the NRT Logo 
o Authentication mark 
o Wording: “A statement of attainment is issued by a Registered Training Organisation when 

an individual has completed one or more accredited units” 
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4.3 Records of Results: 
o AQF Record of Results: Lists only units deemed competent (C or Com), RPL, or credit 

transfers, with results. 
o Non-AQF Record of Results (ELICOS): Lists topic outcomes (satisfactory or not) and English 

comparison level. 

5. Records Keeping 
o A register of all AQF qualifications issued is maintained in the Student Management System 

(SMS) (SRTOs Schedule 5, 4(f)). 
o Records of all certifications, including non-AQF, are retained for 30 years (SRTOs Schedule 5, 4(g) 

and SRTOs 3.4). 
o Reports on issued AQF qualifications are provided to the VET Regulator as required (SRTOs 

Schedule 5, 4(h)). 
o Certification processes align with the Records Management Policy. 

6. Re-issuance of Certification Documentation 
o Certifications (AQF and non-AQF) can be re-issued upon written request with identity verification 

(e.g., photo ID). 
o A $250 fee applies for re-issuance (printed or soft copy) per qualification. 
o Re-issued documents are replicas, marked with the re-issue date and “reprint” notation. 
o Name changes require verified documentation (e.g., marriage certificate). 
o Re-issuance is processed within 21 calendar days of request and payment, following the 

verification steps in KIC’s Testamur Issuance Procedure. 

7. Responsibilities 
o Principal Executive Officer (PEO): Ensures policy compliance, approves issuance, and signs 

certifications. 
o Academic Manager: Verifies assessment outcomes, resolves discrepancies, and reviews cases 

with less than 80% attendance or special circumstances. 
o Trainers: Verify unit or topic outcomes on Moodle and Wisenet post-course completion. 
o Administrative and Student Services Manager: Conducts quality checks, issues certifications, 

and manages records per KIC’s Testamur Issuance Procedure. 

8. Legislation 
• Student Identifiers Act 2014 and Regulations 
• Education Services for Overseas Students Act 2000 and National Code 2018 (for overseas students) 
• Migration Act 1958 (for student visa holders) 
• National Vocational Education and Training Regulator Act 2011 (establishes SRTOs 2015) 
• Australian Consumer Law (referenced in National Code 2018 for student rights) 

9. Monitoring and Improvement 

The Principal Executive Officer monitors certification practices and implements improvements per the Continuous 
Improvement Policy, ensuring sustained compliance with SRTOs 2015 and internal procedures. 

10. Procedure for Issuing Certifications 

This policy is operationalised through KIC’s Testamur Issuance Procedure. 


